Chuong 4: Hoan cénh dac biét

Hoan canh dac biét

Doan nay xem xét nhiing khia canh khé viét vao tiéu sd viéc lam. Muc dich 1a cung cap cho quy vi nhiéu y
ki€n, dé nghi va 16i khuyén vé cach gidi quyét nhiing van dé dac biét nay.

Thay déi chiic
nghiép

Kiém viéc trong
ky nghé méi

Céc hang s6 thita nhan 1a ho rat kén chon va uu tién cho nhiing ngudi nop don c6
kinh nghiém va chuyén mon trong cting linh vuic hodc c6 kinh nghiém lam viéc
trong hang tuong ty nhu ho. Tham nhap chic nghiép hay ky nghé méi chdng phai
la khong dugc - chi can hoach dinh, tim hiéu, va bén chi.

Tru6c hét can dinh ré nhiing ky ndng c6 thé chuyén sang ky nghé, linh vic hay
hang mdi, sau d6 phéi xéc dinh cac hang sd cu thé trong ky nghé méi dang can
ngudi cd ky nang chuyén mon, nang luc va thanh tich nhu cdia quy vi. Néu quy vi
song & khu vuc c6 nhu cau vé kinh nghiém ctia minh thi ho sé it ngan ngai trong
viéc goi dién mai dén dé phong van, ngay cd khi quy vi khong cé kinh nghiém
lam viéc trong hang tuong tu.

Khi da xac dinh dugc hang sé cu thé, quy vi phai tim hiéu vé hang: ho thué mudn
loai nhan vién nao, dic diém mai trudng lam viéc, tinh hinh tai chanh cla hing,
va thong tin t6ng quat vé hang/phong cach. Néu thong tin nay tuong dong véi
kinh nghiém lam viéc thi quy vi c6 thé long n6 vao tiéu st viéc lam va béo cdo
thanh tich ctia minh.

Neu quy vi mudn biét them vé  nhiing hang dang tim hiéu, hay tham du budi hop
vé THIET LAP MO QUEN BIET, hodc néu mudn biét rd han vé viéc chon chic
nghiép mdi, hay ghi tén vao cudc hop TIM HIEU CHUC NGHIEP. C6 nhiéu Trung
Tam Chuc Nghiép Day Bd t6 chic cac budi nay va nhiing cudc hop khac.

Ngudi thay déi chic nghiép nén viét tiéu sli viéc lam theo thy tu thdi gian
ngugc. Dang thic nay hiu ich khi cong viéc xin vao doi hdi ky nang khac véi
nhiing gi quy vi c6, hodc cting ky ndng nhung c6 nhiéu &p dung khac biét. Tiéu
sti dang nay bét dau ttr khai trinh ndng luc, k& tiép la doan hoc van va cham ddt
bang tém tat viéc lam. Dang thic nay gilp quy vi tiép thi k§ nang c6 thé chuyén
d6i cda minh trong doan khai trinh ndng luc.

Tim viéc lam trong ky nghé méi cting khong kho nhu khi thay déi chic nghiép
hoan toan. Qua tim hiéu, héi tham thong tin va thiét 1ap moi quen biét, quy vi c6
thé phét trién mot cdn ban viing chac dé thay déi ky nghé. Céc hang sd cho biét
sé dé thay dai linh vuc kj nghé han néu quy vi c6 nhiing nghé sau day:

quan ly lac quyén trg Iy diéu hanh

gido duc ké& toan MIS

tiép thi bén hang tai chénh
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Gian doan viéc lam

www.mass.gov/dcs

Tay vao loai ky ndng cla minh, quy vi cd thé thau nhan kinh nghiém trong linh vic méi
nho lam viéc theo hgp dong ngdn han. Biéu nay tao dip cho quy vi tim hiéu thém vé
ky nghé do, dong thoi cling tao dugc cdc mdi quen biét.

Néu dang 6 trong linh vuc bi suy thoai nang né, doi khi quy vi sé c6 nhiéu co hoi hon
trong ky nghé khac.

Khi viét tiéu st viec lam va thu mé dau cho hang sd thudc linh viic méi, hay nhan manh
k¥ nang nao dé chuyén dai tir cong viéc cti. Trude hét quy vi phai phan tich nhiing gi da
thuc hién trén cuong vi cti va ky nang da dung (xem doan “Tu danh gid” tai trang 9), sau
d6 so sanh xem chiing c6 tuong duong véi k§ nang can cho cong viéc dang tim khong.

Trong mot s tridng hop, quy vi phéi thau nhan ky nang méi qua hudn nghé, du 1a ngay
trong cong viéc hay khoa huan luyén. Khi thay di linh viic, quy vi cd thé phdi hop nhiing
ky ndng ct - dem ap dung cho cong viéc méi - v6i ky nang méi can phai hoc.

Khi tim hiéu ky nghé méi, nén hiéu ro nhiing ky nang can thiét va nhiing gi minh dang
c6, roi tap trung vao diém chung va nhé nhan manh diéu do trong tiéu st viec lam va
thu mé dau. Quy vi sé viét dugc bén tiéu st t6t hon va c6 thém co hoi duge phong van
néu c6 thé chiing t6 1a hang s6 can minh! Bat c( khi nao dugc, hay néu bat kinh nghiém
va ky ndng trudc dé trong bao cdo thanh tich lién quan dén linh vuc va/hodc nghé méi.
Nén chi ro két ndi gidia kinh nghiém lam viéc ngay trudc va cuong vi méi dang xin vao.
Nén nhéc dén nhiing khia canh cta viéc lam ca tuong xding véi ky ning can thiét cho
Iinh viic minh mudn tham nhép (cé thi du tai trang 26 va 27).

Khong c6 gidi phap that su don gian cho van dé gian doan viéc lam va ghi tiéu si. Chinh
céc hang s6 ciing c6 quan diém doi 1ap vé cach xem xét nhiing thai ky khong lam viéc.
Théng ke cho thdy la da s6 ngudi I6n déu tiing bi that nghiép hodc co than nhan hay
ban hdu da bi nhu vay. Do d6, mot s6 hang sG ciing thong cadm véi hoan cénh gian doan
cong tac vi phai tim viéc va khong ban khodn vé ching.

Tét nhién cac hiang s¢ déu doc k¥ tiéu st viéc lam xem c6 gian doan khong, va sé nghi
ngd néu tim thay. Ho chua nhdit tri vé cach x{ sy t6t nhat doi véi céc quang gidn doan,
va ciing khong thé cho thi du vé tiéu st viec lam gidi quyét thanh cong diéu dé.

Da s6 hang sd déu mudn c6 10i giai thich vé gian doan viéc lam trong thu mé dau. Mot s&
noi dé nghi ngudi tim viéc thém hai hodc ba cau gidi thich trong ban tiéu sti, nhung rét it
noi nhan dugc tiéu st viéc lam c6 ghi thong tin nay. Ho cting phé binh 1a da s6 nguoi tim
viéc déu khong nhic dén gian doan viéc lam trong thu mé dau hay tiéu sd viéc lam.

Cac hdng s6 cho biét néu ho dang can ky ning clia quy vi va/hodc quy vi c6 mdi quen
biét t6t thi gian doan viéc lam sé& khong dédng ké. Ho ciing xem thdi lugng va s6 1an gién
doan. Gian doan cang nhiéu va cang lau thi cang bat lgi. D&i véi phu ni, hang s6 c6
khuynh hudng it nghi ngd gian doan viéc lam hon, vi ho nght 1a dé nudi con.

Nén nhd: muc dich cda quy vi la dugc mai dén phong van. N6i chung hang sG s& moi
dén phong van dua trén xem xét ky nang va ning Iuc va nhing gi quy vi c6 thé thuc
hién cho hang hay t6 chdc, vi vay quy vi rat mong ho chd trong vao ky nang va thanh
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Nhay viéc

Nhan céng ky cuu

Sinh vién t6t nghiép

tich cGia minh. Trong |an phdng van, hdy sdn sang gidi thich vé gidn doan viéc lam
trén phuong dién tich cuc.

C6 mot vai nghé c6 nhiéu hang sé hay nhiéu viéc lam ngdn han. Hai thi du la nganh
xay cat va viéc lam tam thai. Tuy vdy, trong da s6 trudng hgp, sé bat lgi khi tim viéc
néu quy vi tling c6 nhiéu viéc lam trong khodng thai gian ngdn. Day la van dé quan
trong doi véi hang sé vi sé ton chi phi huan luyén quy vi dé ri sau do lai thay nguoi.
Ho sé& xem quy vi la ké nhdy viéc néu quy vi chi lam cho hang trong mot thai gian
ngan.

Néu c6 ly do dic biét dé lam nhiéu viéc khéc nhau thi nén nhic dén trong thu mé
dau. Thi du: nhiing linh vuc “thay déi bat thudng” nhu chanh tri hay xay cat. Ngoai
ra, néu bj sa thdi vi thi€u viéc l1am va do d6 phai lam nhiéu nghé khac nhau thi nhg
nhic dén diéu nay trong thu mé dau.

Hay nhan manh tai sao minh quyét tam phuc vu lau dai trong cong viéc xin vao.
Nén néu bat loat k§ ndng clia minh ma hang dang can, va nhan manh nhiing gi
hang s cd thich nhat noi quy vi.

Hay viét tiéu st viéc lam phai hgp hodc theo hoat dong. Khi cé nhiéu viéc lam trong
mot nam thi chi ghi cong viéc lién quan dén cuong vi xin vao, néu dugc. Néu c6
nhiéu viéc lam tuong tu thi gdp chung vao mot thoi ky trong ban tiéu sti. Chi c6 thé
thuc hién diéu nay khi quy vi lam viéc theo hgp ddng hodc cho ca quan tam thoi
(c6 thi du tai trang 27).

Gan day nhan cong thanh thao nhan thdy khé tham nhap hay tai nhap thi trudng
lao dong. Mot s6 hang s6 c6 khuynh hudng thué sinh vién t6t nghiép roi huan luyén
ho thay vi mudn nhan cong c6 kinh nghiém. Nhu vay sé tiét kiem dang ké khoan
luong trd cho kinh nghiém va chuyén mon. Nhan cong thanh thao phdi nhan manh
cach 1am 1gi cho hang. Lam céch nao dé tiét kiém tién clia hang? Tiét kiém thoi
gian? Tiét kiém tai nguyén?

Phan quan trong nhat khi tim viéc la ding chén nan! Hay bén chil! Luon nhd la
néu quy vi nghi rang hang sé da ky thi tudi tdc ctia minh thi ¢6 con mudn lam viéc
cho nai dé nita khong?

M&i quen biét phéi |a uu tién bac nhét cta nhan cong ky cuu. Nhé danh nhiéu thoi
gid va cong stic dé tao lap va gitt viing cidc mdi quen biét. Diing bao gid nhdc dén
tudi cda minh trong tiéu st viéc lam hay thu mé dau. Caing bé luon ngay t6t nghiép
trung hoc va dai hoc néu quy vi nghi la ngudi ta sé dya vao dé dé nhanh chéng xac
dinh tu6i ctia minh. Nhung diing bo cac thai diém lam viéc, vi hang sd sé nghi ngd
(c6 thi du tai trang 28).

Sinh vién t6t nghiép dugc cac hang I6n tuyén dung, va tiéu st viec lam 1a dung cu
dé lot vao vong phdng van dau tién. Ho phéi diéu chinh tiéu sd viéc lam cho hgp
v6i cuang vi mong mudn. Moi kinh nghiém dung ky nang ciing va/hodc mém can
cho cong viéc xin vao déu phai ghi trong tiéu s (c6 thi du tai trang 28).
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Cong viec dip he/
khiém nhiém/ cho tudi
tré

Kinh nghiém quén su

Noi trg

Bi giam gil

www.mass.gov/dcs

Néu tai nhap luc lugng lao dong hay viia ra trudng, cé |& quy vi nén ghi ca viéc lam
vao mua he hogc khiém nhiém. Biéu nay chi cé hiéu qua khi kinh nghiém d¢ lién
quan dén cong viec mudn xin vao. Can phai ching t6 - qua bdo céo thanh tich - la
quy vi 6 da k§ nang chuyén mon, nang lyc va phdm chat dé thuc hién cong viéc.
Néu tiing lam viéc khiém nhiém trén hai nam, hay liét ké céc cong viéc nay theo tha
ty thoi gian. Nén dang thu mé dau dé gidi thich hoan cénh lam viec khiém nhiém
hodc chi rd d6 1a cong viec khi€m nhiém trén tiéu sd viec lam bang céch ghi chi
part-time trong ngodc don sau tén hang sé.

Ngudi tré tudi c6 it hodc chua c6 qud trinh lam viéc phéi xem lai kinh nghiém cda
minh va nhdn manh viéc lam khiém nhiém, cong tac thién nguyén va hoat dong
ngoai khda, chdng han nhu tham gia cau lac b, doi thé thao, va chic vu da dugc
bau. Hay tap trung vao thanh tich va néu bat nhang linh vuc hay hoat dong cho
thay thdi do tich cuc va c6 muc dich - d6 1a diéu quan trong d6i véi hang sé. Ho
tim nhiing ngudi linh dong va dé thich nghi. Nén chiing t6 nang luc gidi quyét van
nan, suy nght thau déo tinh hinh, hoan thanh cong tac, va hudng theo gidi phap.
Hay nh&n manh minh la ngudi tu quan va chi can gidm sat 6 mc t6i thiéu. Va trén
hét, nén t6 rd cho hang sd biét rang quy vi la ngudi kha tin, c6 thé tin cdy, va co
théi quen lam viéc viing chdc (c6 thi du tai trang 29).

Ban vé diéu nay, NBEW phét biéu rang thi thach phd bién nhat khi cyu chién binh
viét tiéu st viec lam la chuyén di kinh nghiém quén sy ciia minh thanh ky nang c6
thé tiép thi trong luc lugng lao dong dan su. C6 thé sé khd chon nhiing kinh nghiém
minh hoa cho ky nang riéng biét, béi vi c6 rat nhiéu cyu chién binh tting dugc huén
luyén trong nhting linh vic quan sy khac nhau. Can phai chon tuong xding cac ky
nang va nang lyc ctia minh va nhiing gi cAn dé thyc hién cong viéc dang xin vao
(c6 thi du tai trang 29). Néu quy vi la cyu chién binh, hdy nhé tim chuyén vién vé
cuu chién binh tai Trung Tam Chic Nghiép Day ba.

Hang sd khong can quy vi trinh bay nhiing ndm khong lam viéc dé chdm lo cho gia
dinh. Quy vi nén dinh rd nhiing dang hoat dong khac ma minh da tham gia, va loai
ky ndng chuyén mon, nang luc va thanh tich dé tiép thi. Hay suy xét vé hang sd va
cuong vi roi cd gdng két ndi ky ndng ctia minh v6i nhu cau cta ho. Can phai lam
cho hang s cha y vao cach quy vi dong gép cu thé cho t6 chic. Nén nhdn manh
ky ndng nao truc ti€p lién quan dén nang lyc cda quy vi tai noi lam viéc.

Néu chi ¢6 chiit it kinh nghiém lam viéc toan nhiém hodc da lau khong di lam thi
phai nhan manh viéc lam khiém nhiém va thién nguyén. Ngoai ra, cting phdi néu
bat moi khoa hudn nghé hay chuong trinh gido duc da tham du (c6 thi du tai trang
30).

Nhiéu ngudi ban khoan vé céch trd 1oi cau hdi “Quy vi c6 ting bi két n trong toi
khong?”. Ung dap cda nhiéu cyu pham nhén 1a “Co, sé& ban luan khi phong van”.
Cach nay gidp trd 16i thanh that va goi y cho hang sa gap mdt riéng dé quy vi trinh
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Kho khan vé thé chat

Tu lam chd

bay hoan canh va gidi ddp moi diéu quan tdm cda ho. Diing bé qua khong tré [0
cau nay, vi sé lam hang sG canh gidc va c6 thé gay nghi ngo vo c6.

Biing bao gio ddi tra, vi dén ldc nao d6 chdc han ciing bi phét hién va hang sd sé
c6 ly do sa thai. DGi trd trong tiéu st viec lam hay don xin viéc 1a Iy do bi sa thai.

Néu gan day quy vi bi giam giii va da hoc thém Ién va/hodc nang cao ky nang trong
thai gian d6 thi nhd ghi thong tin nay vao ban tiéu st (c6 thi du tai trang 30).

Hay luon nhé: muc dich cda tiéu st viéc lam 1a dugc phdng van. Tat nguyén khong
quan trong; quy vi phdi nhan manh mdc d¢ thuc hién cong viéc va déng gép cho
hang. Tiéu st viéc lam cin chd trong va tap trung vao nhiing ky ndng, kinh nghiém,
muc trach nhiém va thanh tich t6t nhat. Néu bj gian doan viéc lam vi tan tat, hay
xem lai doan Gian Poan Viéc Lam tai trang 22 cda hudng dan nay. Nén nhd: hing
s6 s& phong van (ing vién nao c6 vé thich hgp nhat. Can gip ho cha y dén ky ning
chuyén mon, nang luc va thanh tich cta quy vi. Lic phdng van, quy vi nén sdn sang
ban luan vé tat nguyén clia minh néu c lién quan dén cuong vi xin vao. Hay nhé
dé cap t6i van dé nay mot cach tich cuc (Khong nén viét tiéu sd viéc lam dac biét
n6i vé khé khan thé chét, vi vay khong c6 thi du).

Liét ké cac cong viéc tham van theo thi tu thoi gian. Hang s6 thudng chiéu ¢6 kinh
nghiém cd van va ky hop dong. Trong thu mé dau, quy vi nén nhd t6 ro nhiét tinh
va quyét tam vdi cong viéc, va chi néu bat nhiing cong viéc nao lién quan dén nhu
cau cda hang s (co thi du tai trang 31).

Nhu da nhic dén 6 trudc, sau trang ké ti€p 1a thi du vé mot s6 tiéu st viéc lam co

HOAN CANH PAC BIET.
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Thay d&i chtic nghiép: Mau tiéu si
viéc lam

REV. ROBIN A. JUNIPER

P.O. Box 123, (508) 759-1234 (Home)
© Bourne, MA 02017 {508) 946-0222 (Work)

JOB TARGET: SUBSTANCE ABUSE COUNSELOR

SUMMARY: More than 15 years of pastoral experience during which a number of healing methods

were employed to enable people to respond to their problems "growfully” and to develop
good coping skills, support structures and character.

CAPABILITIES: * Develop supportive therapeutic relationships with varied client populations.
* Provide empathetic, supportive counsel to individuals in crisis.
* Plan, organize and deliver effective group presentations in the field of substance abuse.
* Establish and maintain harmonious working relationships with others.
* Prepare general reports and maintain accurate records.

ACHIEVEMENTS: * Counseled and supported families and individuals in crisis while serving a church of

over 100 members.

* Developed and presented basic substance abuse and relapse prevention in classes at
a 40 bed detoxification facility.

* Provided crisis intervention and counseling in a substance abuse setting.

* Created a resource fite for referral of substance abuse clients to inpatient treatment
programs.

* Initiated and established a church wide system of small support groups based on AA
principles.

* Served as a volunteer leader and area coordinator for Homecoming Groups (Adult
Children of Dysfunctional Homes) in Southeastern Massachusetts.

* Utilized conflict resolution skills to compile an outstanding record of customer satisfac-
tion in sales.

EXPERIENCE: Catholic Charities Detoxification Center, Lakeville, MA Substance Abuse Counseior

Quirk Ford Inc., Quincy, MA Sales Manager T h ay d6i ITn h V UC :

Plymouth Baptist Church, Plymouth, MA Pastor M ~ lt. ~? 2 [N I by
Shawmut Avenue Baptist Church, Brockion, MA Pastor a u Ie u S u V I e al I I
EDUCATION: Masters of Divinity in Pastoral Ministry, 138!
Gordon-Conwell Seminary, Hamilton, MA
B.A. Philosophy, 1971, Gordon College, W
Additional course work towards certification LEONARD B. JAMES
"Drugs and Addictions” and "Group Sul 61 Oregon Road
Stonehill College, Easton, MA (Present| Marblehead, MA 01400
"Abnormal Psychology", Massasoit Co: (617)638-7776
{Completed 1992)
PROFESSIONAL BACKGROUND
Plant Manager
Semline, Inc., Reading, MA 1998 - present

Developed and controlled a $5 million plant P&l; reduced maintenance and
building budgets by 40%.

Managed a plant workforce of 80 union workers and support staff of 9;
represented company on union matters, evaluated grievances, and negotiated
the first 5 year union contract.

Initiated and supervised the conversion of the HVAC system from oit to gas,
which reduced energy cost by 30%.

Instituted an equipment rebuild program, which increased productive daily
utilization of equipment to 87 - 92% per day.

Manutacturing Manager 1993 - 1998
Pixley-Richards, Inc., Malden, MA

Managed all secondary operations on three shifts; guaranteed quality and
delivery of products to shipping department within a $2.5 million control-
ables budget.

Directed an innovative outside subcontract program called *"Homework”
with an active work force of 45-55; instituted an in-house "supportive
employment" program.

EDUCATION

B.S.B.A, Finance, 1990
Nichols College, Dudley, MA

Additional courses and workshops in Leadership, Time Management and Statistical
Process Control.

www.mass.gov/dcs
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WILLIAM N. SCHNEIDER

83 Mountain Street, Wards Hill, MA 01830 (508) 792-9999

PROFESSIONAL EXPERIENCE

EDUCATION

Shawmut Arlington Trust Company, Methuen, Massachusetts

Senior Technical Writer, 1998 - 2000

the p and editori of software manuals. Assured that high quality stan-
dards for writing and design were met. Supervised clerical duties of assistants.

Technical Writer, 1992 - 1998

Conducted research to assess technical expertise of product users and focused manual format and content
accordingly. Worked with software developers and 1o test and di products, and
translate tcchnical data and product specificationinto readable copy for manuals used by over 100 munici-
palities.

Honeywell Information Systems, Waltham, Massachusetts

Writer, 1991 - 1992

Interviewed upper level management and wrote about upcoming produce releases, new site installations
corporate i and cmployee achi for the Customer Service s Division
Prafile, a tabloid distributed to 4,000 employces nationwide.

Freelance WriteriPhotographer 1987 - 1991

Specialized in features for the living, Lifestyle, Family, and Sports pages of the Patriot Ledger, Mirror
Publications, Memorial Press, Beacon Publishing, Folio Journal.

Conducted interviews and wrote profiles of individuals' experiences and that p
them beyond the ordinary. Wrote with sensilivily and responsibility by presenting only the facts. High
lighted organizations dedicated to issues of social concern.

The Kingston Voice, Kingston, Massachusctts

Production Assistant, 1986 - 1987

Involved in all aspects of production of small town weel
wrote headlines, printed photographs, sold ads, wrote ar|
board meetings and met overnight deadlines.

Boston University College of Communications,
Master of Science, Communication, 1993

Lewis and Clark College, Portlan, Orcgon
Bachelor of Science, English, 1985

EMPLOYMENT:

and services.

Oversee four service

ALYCE B. STRONG
57 Redington Street
Springfield, Massachuselts 01120
{413) 987-6543

Metro Media Paging
MAJOR ACCOUNT EXECUTIVE

in the and

Omni
ACCOUNT

Bayside Inn

on-site liaison.

EDUCATION: SALES
Motorola

Tom Hopkins

y
benefit-oriented, cost-justificatior

B

Communications
EXECUTIVE

Established and serviced mid-size accounts throughout the northern part of the State for this
Tending cast coast provider of personal communications products and services. Prepared and delivered
individual and small group sales i i

to company Px Office M

of major accounts in

the financial industry for the nation’s number onc provider of personal communications products
Duting corporate merger, totally reorganized accounts to achieve pricing parity and
planned sales strategies.

contracts within a highly competitive market.
n focused sales approach to market valuc-added products.
accounts include Shawmut, Bank of New England, Bay Bank, Aetna, John Hancock, and Flatley.

Dircctors. Consistently met or exceeded monthly quota. Within first year, ranked 5th of 18 Account
Exccutives including seasoned sales staff.

FUNCTIONS MANAGER

Coordinated 2l details of private functions for individualfcorporate clients. Supervised staff,
ordercd supplics, set up physical layout of function room, coordinated menus, and functioned as

American International Grou
COMMERICAL PROPERTY UNDERWRITER

Sold and administered $1.5M worth of insurance accounts. Performed direct service to clients;

development; analysis, and renewal of accounts; and marketing of new products. Spearheaded award-
winning marketing csmpaign generating $860K in premium sales, 215% above projected sales. Provided
training/troubleshooting to junior underwriters company-wide.

SEMINARS

NORTHERN ESSEX COMMUNITY COLLEGE
Associate of Science

in Liberal Arts
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CAREER To obtain employment in any one of the following arcas: plastic injection mold-making; progres-
OBJECTIVE sive punch and dic scts; jigs and fixtures; general machine shop work; and/or use troubleshooting
skills in old tooling to increase production
SPECIAL * Extensive experience with Bridgeport milling machine and lathe; EDM machines; and
SKILLS/ABILITIES Jig bores.
* Direct supervision as a foreman in various machine shop functions.
* Extensive background in repair and/or re-design of tools, jigs, and fixtures.
*  Excellent interpersonal skills which enable operating with small or large work groups.
WORK Midstate Tool and Engincering, Medway, MA 1995 -1999
EXPERIENCE SENIOR MOLD MAKER
Reading and interpreting blucprints for mold maker; supervised two apprentices in this position.
CMS, Pocasset, MA 1992 - 1995
TOOL ROOM FOREMAN
Worked closely with engincering staff in the design and building of molds, jigs, and fixtures;
supervised five apprentices in this position.
H. L. Bouten, Buzzards Bay (Boumne), MA 1989 - 1992
SENIOR MOLD MAKER
Had direct supervision of two journcymen mold makers in the manufacture of plastic injection
molds, jigs, and fixtures.
A. C. Tool Company, Lunenburg, MA 1984 - 1989
SENIOR MOLD MAKER
‘Waorked with Bridgeports and lathes in building plastic injection molds.
EDUCATION Worcester Polytechnic Institute of Technol LEN
Associates of Arts degree in Mathematics and
Neshoba Regional Vocational Technical High
Diploma
Concentration in mathematics, machine shop
OBJECTIVE:
REFERENCES Will be available upon request. -
EDUCATION:
RELEVANT
COURSES:

www.mass.gov/dcs

CAREER-RELATED
EXPERIENCE:

OTHER
EXPERIENCE:

ACTIVITIES:

To obtain a pesition in the television or {ilm industry. Developing my profession by
combining my educational background with additional practical experience.

University of Massachusetts, Amherst

Bachelor of Arts, May 1991

Area of concentration: Television and Video Production
Communications G.P.A. 3.3/4.0

C icati classes includi The P Process in Television,
Advanced Television Production and Direction, Educational Television Workshop,
Public Speaking, Modes of Film Communication, History and Development of Motion
Pictures, and Electronic Journalism.

1991-1996 Cramer Preductions: Braintree, MA

Operational dutics included running 1/2,3/4 and 1 inch dubs. Packaging the product,
dealing with clients by phone and in person, ordering tape stock and processing
monthly billing.

Assisted in the production of "Eagles Preview 91," a prime time sports show, produced
by Cramer Productions and viewed on WCVB-TV, Boston (an ABC affiliate). Also
assisted in commerical and corporate video productions.

i ntal
Assisted with the set up and break down of audiovi:
and meetings.

for

1989 Unicorn Video Productions: Braintree, MA

Internship: Responsible for working on all phases of video production, with
is on lighting and equi set up for shoots. Assisted with the editing

process, duplication, and packaging of the (inal product.

1991 Education Loan Services, Inc.: Braintree, MA

Service Representati
Contacted student loan borrowers via an automated dialing system, helped advise
customers, and assisted in the servicing of guaranteed student loans. Awarded
Employce of the Month.

1990-1991 Pembroke-Hanover Elks Lodge: Hanover, MA

Varied managerial duties including ordering liquor, keeping inventories, scheduling
employees, compiling daily reports, and renting the hall for functions.

*Member of the University of Massachusetts Communications Club
*Crew member of the TVN News show - scen locally on the Norwell (MA) Cable
Community Channel,
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MEAGAN A. JOY
19 PIERCE LANE
PAXTON, MA 01624
(508) 999-1234
EXPERIENCE Shaws Supermarket, Worcester, MA
CASHIER 1997 to present
Handled large sums of cash transactions with precision and
accuracy. Demonstrated enthusiasm in work related projects.
Holden Care Center, Holden, MA
DIETARY AIDE 1995 - 1997
Effectively organized daily production of meals for over 100
residents and staff members. Maintained strict diet based on
individual residents needs. Trained 3+ employees to conduct
jobs properly and efficiently. Implemented holiday events for
patients.
Alba Nursing Home, West Boylston, MA
NURSING ASSISTANT 1995
Assisted in care of patients. Motivated residents through personal
relations. Coordinated nightly routines of patients. Performed the
distribution and feeding of meals to residents. Evaluated patients
well-being and progress for doctors and nurses through written
reports and charts.
Witch Dungeon Museum, Salem, MA
ACTRESS 1992 - 1995 n . x Y
Performed re-enactment of Salem Witchcraft Trials. Lead guided Q u a n V u . M a u tl e u
tours providing important historical information. Streamlined ” v A " .
history and entertainment with interest to generate excitement in I
hund:yeds of tourists’ eyes. Maintained control of stage area and S u V I e C a m
audience during tours.
Star Market Corporation, Lynn, M|
CASHIER
Attained approximately $2,000 worth
Demonstrated rare talent for working
Responsible for several customer serv|
EDUCATION Paxton High School, Paxton, MA JOHN H. MILLER

Diploma 1992

534 South Russell Street, Boslon, Massachusetts 02015 (617) 567-8910

EXPERIENCE

MULTI-DISCIPLINE MANAGER, DEPARTMENT OF DEFENSE - Expericnced in ¢ontragting, logistics, and
project management in the United States, Europe and Southeast Asia. (U.S. Army officer 1980 - 2000

Resolved complex problems and successfully managed manufacture, worldwide shipment, and logistical
support of M60A?2 tanks, a $130 million weapons development and acquisition project.

Planned and directed multi-year major construction project.

Achicved significant cost and payroll savings whilc managing annual operating budgets cxceeding
$35 million.

Successfully managed facilities, industrial complexes, property and vehicle fleets valved at more than
$500 million,

Award winning training manager. Devcloped and directed logistics
technical and tactical training courses for Armor branch leaders, technicians, and mechanics.

Recognized doctrinal authority. Integrated logistics support expert and consultant. Author/editor of texts,
manuals, articles, and reports.

Certified contracting officer and scnior logistician.
Experienced collective bargining negotiator.
Top Sccret sccurity clearance.

Distinguished Member of the Staff & Faculty, U.S. Armor School.

EDUCATION
Graduate -- Resident Course, U.S. Army Command & General Staff College, 1990

Master of Administration -- Babson College, 1988

Bachelor of B Administration -- Georgia State University, 1982
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EMT

CLERICAL

LANDSCAPING

EMPLOYMENT
IMISTORY

EDUCATION

CHERTIFICATION

REFERENCES

SKILLS AND ABILITIES

JANE (). SAMFLE
214 BExchange Avenue
Medway, MA 02035
(308)000-1111

Trained EMT.

Knowledge of pulieni surveys, ass
mtlical ursl framy emgrgencics,
Ahility to perform splinting 4nd bandaging of injuries.

Certified in the use of oxygen equipment.  leld CPR cerlification.

ssing vilal signs and addressing

Dicall directly with the cuslomer base; rexponded w cosiomers' concermns,
Evaluated the situation and reconmended 4 poritive course of action,

Barged extra sevenue for e company by selling products over the tclephoue,
Contacted presious customiers do Iy (o reinstale services,

Tolalec wpr orders ard handled all money for secvice orders.

Menitored and directed telephone calls.

Typed matusctipls, decwmenls, el charls.

Provide] customer service,

Performed Jundscaping taske.

Assisied in the layour aud design of patterns 1o be followed.
Pussess kowledpe of the tonls of e profession.
Operated and maimained Wels wwd cogunipmend.

Caler L Green Landseaping, Inc, Hopkinten, MA 1905 to present
LANDSCAPER

Chemlawn Lawncare Service, TTolliston, MA 5 - 199
CUSTOMER SERVICE REPRESFENTATIVE/RECEPTIONIS]

1990 - 1993

Center, Ashland, MA
ASHIER

Cadillge, Oldsmobi
RECEFTIONISY

Mass Bay Comnuwity Collepe.
Ceniticate Emerpency Medical Tec]

Millis Figh Scluons], Millis, MA
Diplorma

Commonwealth of Massachuseus EMT ceri |

Available upon Rixuest

EXPERIENCE

www.mass.gov/dcs

1977 - 1997 Heejen, Ing

OSCAR T. OVERBROOK
563A Cedar Street
Walpole, MA 00000

(508) 999-9999

Foxboro, MA

EDUCATION

STRENGTHS

CARPENTER

Performed remodeling, built additions and decks, did sill work as well
as siding, roofing, wood and metal framing, and sheetrock work. Also
able (o do inside finish, cabincts and vinyl replacement.

Hillside Social Club. Wrentham, MA

MAINTENANCE SUPERVISOR

Provided inside and outside carpentry, pl painting,
wiring and custodial services. Installed alarms, windows, walls, bath-
rooms, floors, and gutters. Performed lawn care, snow plowing, and
parking lot care.

Bill Smith General Contractor, Sharon, MA
CARPENTER/GENERAL LABORER

In a mall, performed custodial and general laborer duties. Also, did
metal framing and shectrock work.

Wekar Incorporation, Mansficld, MA

HANDYMAN

Maintained housing for the mentally ill. On call 24 hours a day. Provided
daily general maintenance on the housc and the grounds.

Silver Lake Regional High School, Wrentham, MA
Diploma
Studicd cabinct making and home construction

Able to work well both independently and with others.
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MALCOLM R. LEWIS
741 Lincoln Pond Road, Brookfield, MA 88888 (413} 888-8888

COMMUNICATION: *  Created and managed start-up business. Helped clients develop
and maintain desired image. Designed and implemented solutions
to clients' communication requirements leading to new and repeat

business.
*  Instructed in proced and ibiliti Organized
and moti others to 1 i and meet deadli

*  Utilized communication skills (verbal, graphic and the written word)
to expand understanding among various facets of society.

PROMOTION: *  Provided public relations services to Boston University, the fourth
largest private university in the United States. Promotional efforts
cencompasscd regional, national and international arenas.

*  Represented diverse media conglomerate. Conducted frequent
interface with legislative, community and business groups.

*  Developed and directed public relations efforts for employer.
Created enthusiasm for employer's programs and accomplishments
throughout ten town region.

PLANNING: *  Coordinated printing schedule in Boston University’s Public Relations.
Introduced new i) 1o ine p reduced turnabout
time and costs. Won goodwill throughout university.

*  Planned production schedules for diverse media conglomerate.

Delegated staff assi Redesi; office p 1o increase
inter-departmental cfficiency and profits.
* i effective ications with staff and clients. Analyzed

technical and organizational problems; provided solutions to keep public
informed of employer's programs.

PROFESSIONAL

BACKGROUND:

1998 to present Public Relations Coordinator, Nashoba Hospice, Worcester, MA

1994 - 1998 Commerical Photographer/Media C Self Employ
Brookfield, MA

1992 - 1994 Photo Editor/Journalist, International Press Group, Springficld, MA

1989 - 1992 Public Relations Agent, Boston University, Boston, MA

EDUCATION:

United World College, Livingston, NY

B.A.inCommunication

Additional courses at graduaic level in communications, finance and international
business.
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Nhiing chi d&n hiiu ich nham cai tién tiéu sl viéc

lam

10 16i van phong
thudng thay nhat

www.mass.gov/dcs

Khdo st thuc t€ tif cac hang s6 16n, ¢d van chic nghiép va co quan gigi
thiéu viéc lam da xac dinh dugc nhiing 16i thuong 1ap lai nhat trong hang
ngan tiéu st viec lam. P4 la:

1. Qua dai

- Tt nhat chi vita mot trang.

2. Hon don

- Thong tin tdn méac khap trang.

_ Khé hiéu .

3. Banh may hoic in toi

- Khé doc.

- C6 vé khdng chuyén nghiép.

4. Trung y

- Poan véan va cau cu dai dong.

- Qua dai nhung biéu dat qua it.

5. Qua it y

- Chi c6 ngay thang va chdc vu chanh.

6. Khong huéng dén két qua

- Khong cho biét ting vién da dat dugc diéu gi trong cong viéc.

- Thuong té nhat, khong c6 két qua cu thé.

7. Qué nhiéu diéu khong lien quan

- Khéng can cho biét chiéu cao, stc ning, phéi tinh, stc khoe,
tinh trang hon nhan trong tiéu st viéc lam hién dai.

8. Sai chanh t3, 16i an loat, van pham toi

- Phdi than trong ra soét 16i chanh ta trudc khi in va géi di.
9. C6 gdng qua mic

- Phéng chii khac la, lam bia, va thém hinh anh.

- Loai gidy la gay chudng ngai cho trinh bay.

10. Sai muc dich

- Quéa nhiéu tiéu st viéc lam dugc ty tién dat 1én ban cda ngusi
tuyén dung.

- Nhiéu tiéu st c6 it hoic khong c6 lién quan rd rét nao vai
hang sé.

- Thu mé dau sé gidp tranh nhing diéu nay.
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Can bqﬂdlelﬂ g Mot vai muc sau day dugc nhdc dén trong nhiing doan khac ctia huéng dan nhung khong
;[;?T?g tieu st viec dugc nhan manh va/hay 1ap lai qua thudng xuyén. Day la danh sich “B” (Bd) cda ching toi.

BO ngay thang ¢ dau tiéu st va muc dich xin viéc. Ghi né trong thu mé dau.

BO dai tir “Toi".

BO nhiing tit viét tit trong ndi dung tiéu st viec lam.

BO nhiing tii ngit ky thuat hay quan su ma ngudi doc khong hiéu

BO khong ghi sic toc, ton gido va dang phéi chanh tri.

BO khong ghi nhiing diéu tiéu cc hoic bat tién, ké ca Iy do lia khéi cong viec trudc dé.
BO tinh kha dung (Bgi dén khi dugc mai di lam).

BO nhiing chi tiét vun vit sau day:

Tudi tac Sac toc Trong lugng

Phai tinh Chiéu cao Tinh trang stc khée
Tinh trang hon nhan S6 con cai S6 thich khong lién quan
Két qud trac nghiém Man thé thao ua thich Gido hoi

Ly lich gia dinh Quyén sd hiu nha S8 an sinh xa hoi

Béng lai Ua thich vé mit dia ly Chan dung

Ho tén va chic vu cta gidm thi  Mdc luong yéu cau
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Binh phdm cla hang sé
Hay danh thoi gio tim hiéu quan diém cta hang s¢ dé that sy ddnh gid dang tiéu st viec lam cda minh. Khi xem xét
kinh nghiém lam viéc clia quy vi, céc hdng s6 Massachusetts tim nhiing diéu sau day:

1. C6 dd tham nién va mic kinh nghiém thich hop khong?

N

. Kinh nghiém lam viéc ¢ thugc linh vyc thich hgp khong?
. Ung vién c6 thiéu kinh nghiém thiét yéu nao khong?

. Ung vién c6 di mdc kién thic ky thuat sau rong khong?

W

. Ngudi xin viéc c6 du ky nang giam séat, qudn ly hay lanh dao khong?

N U

. C6 ghi nhan kha tin nao vé thanh tich khong?

7. So véi nhiing ngudi khac dang dugc xem xét thi Gng vién nay nhu thé nao?

Mudn biét tiéu st viec lam ctia minh c6 trinh bay hiu hiéu 16i dap cho nhiing cau hoi nay khong, hay nha ban be doc
lai theo cdch thuc tap sau day.

Xem xét ban tiéu st trén quan diém cla hang sé.

C6 dé doc ludt tiéu st va tim ra 10i dap cho cac cau héi bén trén trong thai gian dudi mot
phat khong?

Trinh bay tém lugc c6 pht hgp véi hang s6 nhdm dén khong?

Thong tin 6 that va chinh xac khong?
e Thong tin khong chinh xac trén ban tiéu st hay don xin viéc sé gay hai cho quy vi.
* Quy vi sé bi dui ngay khi phét hién diéu do.

Tiéu st viec lam ¢6 tich cyc khong?

C6 méi mat khi doc bn tiéu st khong?

C6 16i chanh ta, an lot hay van pham nao khong?

www.mass.gov/dcs
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Déng vé va b cuc

Pa s6 ngudi tim viéc danh
nhiéu thoi gio suy tinh nhiing
gi sé viét va danh qud it thoi
gian dé luu y dén déng vé

cudi cting cda bén tiéu st.

Goi y vé kiém tra chanh
td

Quy tdc quan trong nhat ddi véi tiéu s viec lam 1a “Chiéu dai ban
tiéu st chdng bao gid quan trong béng tinh hap dan cda né”. Thi du:
nhiéu tng vién x&p bén tiéu st lai cho viia khd gidy viét thu dé do
ton tién gdi. Hang s phdi md tiéu st ra méi doc dugc. Hay tu hao véi
nang luc clia minh, va géi ban tiéu st theo bao thu khé 9”7x12” dé n6
van thdng thém khi dén nai. Chic hdn quy vi sé& chdng them mua bd
dé nao chua dugc di thing.

Doi v6i da s6 hang s§ Massachusetts ¢6 gop phan vao
Hudng Dan nay, bo cuc la diéu quan tam s6 mét cla ho

Ho ghét diéu gi nhat ¢ nhiing tiéu st viéc lam nhan dugc?

- Qué it chd tréng. Cang nhidu chd tréng (viing khong c6 chi trén
ban tiéu st thi cang c6 nhiéu dnh hudng.

- Thong tin bi vii 1ap trong céc doan van. Hang sé thich doc
thong tin trong tiéu st viéc lam dudi dang gach du dong (Diéu nay
tao thém... phdi day..., chd trong!).

- Poan van va ti ngli don cuc. Thong tin bi nhdi nhét vao chd
qué nhd.

Sau day la nhiing goi y ctia Glenn C. Woodbury, Gidm Déc Tai
Nguyén Nhan Sy tai Boston Edison Company:

® Di quy vi tu gd van ban, nha ngudi khic viét, go hay danh may,
hay KIEM TRA CHANH TA!!!

® | )i trén bén tiéu st dé gay lang tang, nhét 1a khi qué ro rang,
chdng han nhu viét tén sai. Bat ké da trd bao nhiéu tién cho ngudi
khac lam dum tiéu sd, QUY VI van that bai néu trong d6 c6 I6i.

® Kiém tra chdnh ta cang ky cang t6t. Nén nho ban be gidp da.

® Doc I6n ban thao trong khi ngudi ban kiém tra ban da ra soat
chanh ta.

* PGi cuong vi va lap lai budc nay.

® KE&tiép la doc lai tiing tir d€ kiém tra chanh ta va ddu cau. Néu
nhd dich vu soan tiéu si viéc lam go hay danh may hodc in ra
bang mdy in thi hdy danh thoi gio ra lai chanh ta.
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Thu md dau hap dan

Téng quat

Goiy clia hang s

www.mass.gov/dcs

Thu md déu rat quan trong; cn danh thai gid soan théo va kiém tra chanh ta. Thu mé dau
hdu hiéu c6 thé gay &n tugng dd dé hang sG quyét dinh phdng van quy vi. Thu viét luom
thuom sé lam ban tiéu s viéc lam bj loai.

Thu md déu 1a 16i gi6i thiéu cho biét quy vi a ai, thdy hay nghe néi c6 viéc cin nguoi 6
dau, tai sao mudn xin vao, va trong tiéu st viéc lam c6 gi. Trong thu cting c6 thé trinh bay
ngdn gon thong tin t ban tiéu sd. Ngoai ra, quy vi c6 thé dang thu md dau dé trinh bay
qud trinh hudng luong, thay déi chic nghiép, cong tac thién nguyén, gidn doan viéc lam,
va moi sa thai khd hau.

Thu mé dau thudng di chung véi ti€u st viéc lam, nhung ciing c6 thé dung héi xin thong
tin v& nhiing viéc can ngudi sap c6 hodc nhu thu tin gdi cho dau méi quen biét. Trong mot
5o truding hgp, can phai ding thu mé dau nhu dung cu tiép thi sau khi da tim hiéu cdn
than vé:

1. Ky nghé (Iinh vyc dang tang trudng)
2. Cac hang canh tranh trong ky nghé
3. Hang cu thé

4. Nhiing nhan vat chanh trong hang*

* Gdi thu quang ba cda quy vi cho nhiing nhan vat chanh trong hang va néu bat cac ky
nang va thanh tich ma quy vi nght la sé gitp hang tang trudng hodc gidi quyét van nan
cta ho.

Céc hang s6 trd 10i khdo sat nay déu khuyén quy vi & gdng hét siic minh do héi ho tén
ngudi sé doc thu mg dau va tiéu si viec lam. Diéu nay luon ludn gay an tugng tot doi voi
ngudi doc.

Thu md dau nén c6 ba hodc bon doan van va dai t6i da mot trang. Mot s hing sé dé nghi
dung gach dau dong dé nhan manh nhiing diém chanh. Doan van dau tién nhic dén
cuong vi quy vi xin vao va cho biét noi hay cach nghe néi vé viéc can ngudi, hodc méi
lién quan cdia quy vi véi hang. Poan van tha nhi chiia dung nhiing diém chdnh ma quy vi
mudn cho hang s biét. Cudi cting, doan van két thdc cdm on ho da xem xét ho so va cho
biét ké ti€p quy vi sé lam gi.
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Quan diém cla hang s6... “Hay dung dang thuat ng/ngdn ngd trong quang cdo hay mé t cong viéc cho thu cla
quy vi; 6 thé dao van trong trudng hop nay. Nén cho biét chit it Iy do tai sao quy vi quan tam dén hang hay cuong vi
dé. Va két thic bing cach phét biéu lai diéu quan tm: chdm dut bang 16i phat biéu 1a quy vi sé goi dé 1dy hen trong
vong mot hodc hai tuan 1€, va thuc hién diéu do.”

Thu quang bd

T6m tat kha ning

Glen C. Woodbury, Director of Human Resources, Boston Edison Company

Thu md dau phéi tu tin va lac quan. Dling cudng diéu qué mdc. Nhé diing ghi bét c( loi
chiing thuc riéng nao. Khi nhdc dén ky nang, hay nhé la ching phai c6 lién quan véi bdo
cdo thanh tich trong tiéu st viéc lam. Cling nhu bén tiéu sti, mudn c6 hiéu qua thi phéi
diéu chinh thu md dau cho hgp véi ky nghé, hang s hodc cuong vi quy vi mudn xin vao.
Thu mé dau phéi hap dan. Phéi dung chii in va diing ciing loai gidy va kiéu chd nhu tiéu
st viec lam. Can tin chic tuyét d6i la thu viét dang van pham. Hang s6 c6 thé dénh gié ky
ndng viét va vin phong cta quy vi thong qua thu mg dau. C6 mau thu nay tai trang 38.

va nhd ky tén vao thull (Quy vi sé& ngac nhién khi biét s lugng ngudi quén ky tén).

Thu quéng ba hoi khac véi thu mé dau thuong dung. Khi chua c6 yéu cau ndp tiéu st viec
lam thi diing thu nay. Néu quy vi mudn xin thong tin ti mai quen biét hay ngudi khac thi
dung thu qudng ba. Muc dich la ty gi6i thiéu va trinh bay ky ning ma khong can géi tiéu
st viéc lam. C6 cdc mau thu quang ba tai trang 38 va 39.

Tém tat khd nang dung gilp hang s6 dé so sénh yéu cau clia ho véi ning luc cdia ngudi
khac. N6 cting gidp ngudi nop don c6 them co hoi vuot qua vong so tuyén tiéu st. Diéu
gid dinh 1a ngudi tuyén chon so by chua hiéu that rd vé cuong vi can ngudi da quang cdo.
Va khi hang s6 cho biét cu thé nhiing gi ho cin dudi dang ky nang “cling va mém”, ngudi
xin viéc c6 thé trinh t6m tat khd nang - (ghi tiing cap ky nang/kinh nghiém) - so sanh diéu
ho thét su c6 v6i nhu cau ctia hdng sé. Tém tét nay ghi o nhiing yéu cdu vé cong viéc

¢ bén trdi trang, va bén phai trang la kinh nghiém va/hodc ky nang ctia quy vi dap ting
dugc yéu cau do. C6 thi du vé thu tém tit kha ndng tai trang 39.
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Mau thu mé dau

10987 Cenmal Strect
Natick, MA 01760

Heplember 27, 1999

Romald 5. Lewis

Human Services Directer
Jordan Marsh Company
Shoppers World

Route 9

Framingham, MA 01701

Dear Mr, Lewiy,

[ am most interested in your advertsement for a full-time Sales Associawe and feel thac my qualifi-
cations and experience are well suiled to your noeds,

For more than five years, 1 have been involved in relail sales, with three years directly in Men's
Apparel. Asasalesperson in this department, 1 deadt directly with customers and provided them with

individual "specialized"” servics,

At your earliest convenience, I would like Lo meel with you and discuss your persenngl needs
and how [ might contribute to your company.

Thank you for your consicderation.

P Thu quang ba

T

Enclosur:

PATRICK A. JONES
10 Main Street
Haverhill, MA 01830
(508) 372-6967

MANAGEMENT

* Successfully managed 5 departments with 4 direct and 75 indirect reports within a 500,000 square foot distribu-
tion facility.

* Managed all operations successfully in a 22,000 square feet supermarket with 3 direct and 50 indirect reports.

* Managed 12 speciality stores successfully throughout Western Massachusetts.

TRAINING/DEVELOPMENT

* Trained and developed supervisors, department managers and store managers.

* Developed a color code system that enhanced efficiencies and productivity in the geographic shipment of
merchandise

* Initiated customer awareness program that was instrumental in increasing store sales by 100% over a two year
period.

PRODUCTION

*  Widely experienced in improving worker productivity.

* Directed the successful start-up of two depariments which increased facility volume by 20%.

* Established new work methods for power equipment operators which increased their productivity by 25%.

ACCURACY CONTROL

-

Wrote procedures for the processing of merchandise that reduced the error rate to 505 of the established
standard.

Reduced complaints from store management and purchasing by 60% on the receipt of their supplies by the
institution of new policies.

Annually revised, monitored and assured the attainment or undercutting of departmental budgets.

.

WORK HISTORY
1997 to present T._ J _Maxx, Framingham, MA
1989 - 1997 The Farr_n Stand Corporation, Everett, MA
1985 - 1989 mrook, MA
Store Manager
EDUCATION

Marlporo College, New Hampshire
B.S. Business Administration

www.mass.gov/dcs
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NICHOLAS T. DONALD
53 North Strect

Williamstown, MA 46320
{413) 8550293

Dorothy M. Grey, M.D. October 12, 1999
The Caring Center

RE. 107 State Road

Lenox, MA 4630

Dear Dr. Grey:

Due to changes in the cconomy, I have decided to Jeave the antomobile industry and seek new opportunities in the field of
counseling,

My strongest skills are:

* Dy ping supportive, ic relati ips with i
* Providing empathetic, supportive counsel te individuals in crisis.
* Counseling individuals and groups relative to spirituality and spiritual formation.
*  Planning, organizing and delivering effective group presentations.

Since I have made the decision to change careers, I have:

*  Worked as a voluntcer counsclor-in-training at the Catholic Charities Detoxification Center in Pittsficld, MA,

* Completed a course in "Abnormat Psychology™ at Williams College in Williamstown, MA.

* Enrolled in two courses, "Drugs and Addictions" and "“Smail Group C ing", at Western
C ity College , L MA.

A
*  Served as an area coordinator for the Christian Recovery Association of New England (CRANE) for Western 7 i rd o
om tat kha nang

* Joined an Adult Children of Dysfunctional Homes group for personal and professional growth.

T have sent you this material on the chance you might be looking for som
delighted to meet personally with you to discuss how I might be of servi

Sincerely,
W Rev. Robert A. Harris
. 96 Acorn Road
Nichelas T. Donuld Beltingham, MA 02029
(508) 1234567
November 4, 1996
Enclosure

Matthew Rubinstein
NETWorks

Enable, Inc.

54 Industrial Park, Suite 222
Plymouth, MA 02360

Dear Mr. Rubinstein:

I am responding to your letter of October 27, 1992, addressed to Mr. Leroy Jones of the Department of Employment and
Training, which indicates you are secking applicants for the position of Job Coach. 1 would like to be considered for this

position.
Your Requirements I Provide

2 years full- time work in counscling 15 yeurs as & minister to churches of approximately

guidance, or education of the physically, 100 members in which I provided many hours of

mentaily, or cniotionally disabled. ing and guid: for adults and
seniors every week,
In addition, T and my wife have raised a diabetic
son (23 years old) and assisted her parents in the
care and management of her mentally handicapped
brother (57 years old).

A bachclor's degree or higher Masters of Divinity with courses in counscling,

with a major in counseling, etc. education and administration.

In addition, I just completed a course in "Abnormal
Psychology” and am presently taking 2 courses
“Drugs and Addictions"” and "Group Counseling” at
Brown University.

All of the other skills you list I have developed and utifized effectively in a number of settings: Minister, Council On Aging
board member and chairperson, automobile sales manager, parent of three grown children and a substance abuse counselor,

You will find a copy of my resume enclosed with this letter. I look forward to your reply.

st
Sincerely,

oot B H i

Rev. Robert A, Harris

Enclosure
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